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Microsoft PowerPoint 

The following guidance was created to provide assistance with some of the frequently used functions of Microsoft 
PowerPoint, as well as to provide resources for help and training.  

Please note that the SCBC and ECQA Center Templates exist as resources to make formatting easier and more 
straightforward. They can be found at 
https://workspace.icfi.com/hscd/ees/occprojects/TANetwork/Templates/Forms/AllItems.aspx and 
https://workspace.icfi.com/hscd/ees/occprojects/Quality/Templates/Forms/AllItems.aspx. Templates will also be 
available in Center Resources on each Center’s workspace. 

Specific topics addressed in this tip sheet include the following: 
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How to Find Help 

PowerPoint Help Function 

To search for help, click on the question mark at the top right of your 
computer screen and type in specific key words. You may also press F1 at the 
top of your keyboard to access the Help Function. 

https://workspace.icfi.com/hscd/ees/occprojects/TANetwork/Templates/Forms/AllItems.aspx
https://workspace.icfi.com/hscd/ees/occprojects/Quality/Templates/Forms/AllItems.aspx
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Use Google to Find Help 

Google searches can provide helpful links to how-to documents and tutorials. In order to target the most useful 
information, be very specific about what you are searching for. 

 

Specific Functions: How To… 

Add a Slide 

1. Click the slide located before your intended new slide.   

2. If you would like your new slide to have the same layout as the slide prior, you may simply click New Slide in 
the Slides section of the Home tab. 

 

Tip: If you would like your new slide to have a different layout, click the arrow next to New Slide and 
select your desired layout from the choices. 
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Delete a Slide 

1. Right click the slide you would like to delete, and then click Delete 
Slide. 

2. To delete multiple sequential slides, click the first slide that you want 
to delete, press and hold the Shift Key while you click the last slide 
that you want to delete, right click any selected slide, and then click 
Delete Slide. 

3. To select and delete multiple nonsequential slides, press and hold the 
Ctrl Key while you click each slide that you want to delete, right click 
any selected slide, and then click Delete Slide. 

Copy and Paste a Slide 

1. Select the slide you would like to copy, 
right click it, and select Copy. 

2. To copy multiple sequential slides, click 
the first slide that you want to copy, press 
and hold the Shift Key while you click 
the last slide that you want to copy, right 
click any selected slide, and then click Copy. 

3. To select and copy multiple nonsequential slides, press and hold the Ctrl 
Key while you click each slide that you want to copy, right click any selected 
slide, and then click Copy. 

4. To paste the slide(s), click between the slides where you’d like the copied 
slide(s) to go, right click, and select Paste. 
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Copy Content to a New Template 

1. Copy the slides you would like to transfer by following the 

directions above. 

2. If you would like your slides to adopt the template of the new 

presentation, right click the slide (in the new presentation) that 

you would like your copied slides to follow.   

3. Under Paste Options click the first clipboard option, Use 

Destination Theme.  

4. After your copied slide appears in the new template, you may 

have to remove any headers or footers that overlap with the new 

template.  
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Merging Two Presentations into One 

1. Open the presentation into which you want 
to insert another presentation. 

2. Click on the slide before the space where 
you’d like the external slides to go. 

3. Click on the New Slide button and select 
Reuse Slides… 

4. Under the “Insert Slide from:” box, click on 
Browse then Browse File. Find the 
presentation you want to insert on your 
computer and click open. 

 
 

5. The slides will show up in a bar on the right 

of your screen. At the bottom of the bar, 

click on Keep Source Formatting so that the slides stay formatted the way they were meant to. 
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6. To insert slides, click on them once. They will be added to the presentation. 

Inserting Pictures, Audio, and Video into Slides  

Inserting Pictures from the Picture Library into a Slide 

1. Find the picture you’d like to include in the Picture Library on the portal. Click the picture in the list to get 
to the individual picture record. 

2. Right click on the picture and select Copy. 

https://workspace.icfi.com/hscd/ees/occprojects/ApprovedPhotos/Forms/library.aspx
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3. Go to the slide where you’d like to put the picture. 

4. Right click where you’d like the picture to go, and click Paste. 

 

TIP: If you 
want to 

resize the picture, 
be sure to avoid 
warping by clicking 
and dragging 
diagonally. Don’t 
just make the 
image wider without 
making it taller, or 
vice versa. 



Technology Guidance and Tips 

June 2015 For Internal Use Only  8 

Inserting audio or video into a slide 

1. Click where you want the audio or video to go. 

2. On the Insert tab, select Audio or Video and select the 
“on My PC” option from the dropdown menu. 

3. Browse to where the audio or video is located on your 
computer and click Insert.  

NOTE: Audio and video files inserted this way are not 
compatible with Adobe Connect.  

Pecha Kucha (adding timing to slides) 

Pecha Kucha is a presentation style that is image-focused and has crisp pacing. Each presentation is 20 slides 
long, with 20 seconds each. To create a Pecha Kucha presentation, you will need to turn on timing for the slides. 

1. In the Transitions tab, under Advance Slide, check the box that says After, and enter the desired 
amount of time (for Pecha Kucha, 00:20.00) 

 

2. On the Slide Show tab, make sure the Use Timings box is 
checked 

Tip: If you’re presenting your slideshow in Adobe Connect, 
the timings function does not work. In this case, you’ll need to 

have someone manually advance the slides for you. 

https://support.office.com/en-ie/article/Insert-a-video-from-your-PC-8f6ca4a9-42d2-4c1e-9f14-124f8c656d1b?ui=en-US&rs=en-IE&ad=IE
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Training and Tutorials 

 General PowerPoint Guidance 

 PowerPoint 2013 Quick Start Guide 

 PowerPoint 2013 Tutorials Video! 

 Adding, Deleting, and Copying Slides 

 Insert a New Slide 

 Add, Rearrange, and Delete Slides 

 Copy and Paste Slides  

 Inserting Audio and Video 

 Inserting Video Video! 

 Inserting Audio Video! 

 Pecha Kucha 

 Pecha Kucha FAQs 

 Tips for a Pecha Kucha Presentation 

 Rehearse Timings for a Slide Show Video! 

 

https://support.office.com/en-us/article/PowerPoint-2013-Quick-Start-Guide-b66ae484-163c-4285-83ef-932b1722adda?ui=en-US&rs=en-US&ad=US
http://www.gcflearnfree.org/powerpoint2013
https://support.office.com/en-au/article/Basic-tasks-in-PowerPoint-2010-35308dfb-792d-400a-b69a-1188b019c66a#__toc255815784
https://support.office.com/en-au/article/Add-rearrange-and-delete-slides-e35a232d-3fd0-4ee1-abee-d7d4d6da92fc
https://support.office.com/en-us/article/Copy-and-paste-your-slides-1fe39ace-4df6-4346-b724-30a6e2c0aeab
http://www.gcflearnfree.org/powerpoint2013/21
http://www.gcflearnfree.org/powerpoint2013/22
http://www.pechakucha.org/faq
http://blog.indezine.com/2012/05/10-tips-to-create-and-present-pecha.html
https://support.office.com/en-ie/article/Rehearse-timings-for-a-slide-show-4fcac25a-d244-4047-b340-c3d683c3f549?ui=en-US&rs=en-IE&ad=IE

